
First Class Pre -K
Directorsô Pre-Registration

and ASAP Guide

7. 9ƴǘŜǊ ȅƻǳǊ ŎǳǊǊŜƴǘ ǇŀǎǎǿƻǊŘ ƛƴ ǘƘŜ άhƭŘ tŀǎǎǿƻǊŘέ ŦƛŜƭŘΦ  ¢ƘŜƴ ǘȅǇŜ ŀ ƴŜǿ ǇŀǎǎǿƻǊŘ ƛƴǘƻ 
ǘƘŜ άbŜǿ tŀǎǎǿƻǊŘέ ŦƛŜƭŘ ŀƴŘ ǊŜǇŜŀǘ ƛǘ ƛƴ ǘƘŜ /ƻƴŦƛǊƳ ŦƛŜƭŘΦ

уΦ   /ƭƛŎƪ ǘƘŜ ά{ŀǾŜέ ōǳǘǘƻƴΦ

6. /ƭƛŎƪ ƻƴ ǘƘŜ ά9Řƛǘ aȅ {ŜǘǘƛƴƎǎέ 
link to the right of your name.
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LOGIN, ORG ID, AND PASSWORD

To log in, set, or change your password in ASAP:
1. Go to app.asapconnected.com.  (5ƻ ƴƻǘ ǘȅǇŜ άǿǿǿΦέ ōŜŦƻǊŜ ǘƘŜ 

address.) 
2. Type in the Org ID which is 4814. 
3. Enter your Username which is your email address. (Note that both the 

username and password are case sensitive.)
4. 9ƴǘŜǊ ȅƻǳǊ tŀǎǎǿƻǊŘ ƛŦ ȅƻǳ ƪƴƻǿ ƛǘΦ  LŦ ȅƻǳ ŘƻƴΩǘΣ ŎƭƛŎƪ ƻƴ άCƻǊƎƻǘ ȅƻǳǊ 
ƭƻƎƛƴ ƛƴŦƻΚέ ŀƴŘ ŜƴǘŜǊ ȅƻǳǊ ŜƳŀƛƭ ŀŘŘǊŜǎǎΦ  ¢ƘŜ ǎȅǎǘŜƳ ǿƛƭƭ ŜƳŀƛƭ ȅƻǳǊ 
info to you. (Note that both the username and password are case 
sensitive.)  

5. /ƭƛŎƪ ά[ƻƎ LƴΦέ
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DIRECTOR PRE -REGISTRATION 
RESPONSIBILITY BREAKDOWN

Step 1

ωDirector oversees community-wide recruitment and advertising of First Class 
Pre-K Pre-Registration (see English advertising flyer on p. 6 and Spanish version 
on p. 7)

ωDirector views pre-registrations in ASAP from January 15th until Random 
Selection Drawing Date

ωDirector oversees pre-screening of pre-registration applications for eligibility 
based on residency requirements, age requirements, etc. and changes status in 
ASAP of any child not meeting requirements to Dropped and does not include 
the child in the random selection drawing to be held in March

Step 2

ωDirector holds random selection drawing according to First Class Pre-K 
Guidelines between March 1st and 31st (specific date to be determined by 
individual programs)

Step 3

ωDirector marks drawing results in ASAP between April 2nd and 13th

oChild selected for available position = mark as Pending

oChild selected for position on waiting list = mark as Waitlisted

Step 4

ωDirector marks parent responses in ASAP for all children with Pending status 
beginning April 19th as parent responses are received

oParent accepted available position = mark child as Completed

oParent declined available position = mark child as Dropped

ωDirector contacts parents from whom an accept/decline response has not been 
ǊŜŎŜƛǾŜŘ ǘƻ ŘŜǘŜǊƳƛƴŜ ǿƘŀǘ ǘƘŜ ŎƘƛƭŘΩǎ ǎǘŀǘǳǎ ǎƘƻǳƭŘ ōŜ ŀƴŘ ƳŀǊƪǎ ƛǘ ƛƴ !{!t 
accordingly

Step 5

ωDirector makes class assignments in ASAP beginning April 19th as parent 
responses are received

oAll children marked as Completed must be assigned to a specific class in ASAP

3



DIRECTOR PRE -REGISTRATION TIMELINE DETAILS
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1. ADVERTISE - January 15until Random Drawing Held in March:Programs place 
recruitment notices around the community using the advertising flyer provided by 
DECE.  They also provide access to the DECE-provided Pre-Registration Parent 
Guide. 

2. PRE-REGISTRATION - January 15until Random Drawing Held in March:
Parents/Guardians go online (link provided on flyer) to the ASAP platform and 
complete the electronic pre-registration form (using the DECE-provided illustrated 
guide to assist them) and provide a copy of their most recent utility bill, lease, or 
mortgage as proof of Alabama residency (and district residency if required by the 
local school board).  If the local program wishes, they may require parents to 
provide documentation of eligibility before giving them the link to the pre-
registration site. It is the responsibility of the local program to provide pre-
registration assistance to families and facilitate computer access if needed (see 
Helpful Hints for Supporting FamiliesDuring Online Pre-Registrationat end of this 
document).  NOTE:  All grantees must utilize the ASAP online pre-registration 
programprovided by the Alabama Department of Early Childhood Education.  
Please do not request that an exception be made to this requirement.

3. RANDOM SELECTION DRAWING- March 1-31: All programs hold their public 
random selection drawing between the dates of March 1st and 31st.  Directors will 
follow instructions provided in the 5ƛǊŜŎǘƻǊǎΩ !{!t DǳƛŘŜto print out a list of all 
children who have pre-registered for their program then follow program guidelines 
to conduct a random selection drawing.  For each class a program has, after 18 
children per class are drawn during the random selection process, the remaining 
students continue to be drawn and numbered in the order they are drawn. This will 
be the order of the waiting list if new students need to be added to a classroom.

NOTE: If a program has multiple birth siblings (twins, triplets, etc.) all names should 
be placed in the drawing separately. If one, but not all, multiple birth siblings are 
drawn before the classroom enrollment is at 16/17, the drawing should cease at this 
point and the 1/2 multiple birth siblings should be added to the classroom roster at 
this point to reach full classroom enrollment of 18 students. 

ADDITIONAL NOTE:If a classroom is located in a center that currently has a program 
for 3-year-old children, those children may not automatically be moved up to the OSR 
First Class Pre-K classroom unless the program is federally mandated. Those children 
must submit the online pre-registration form and be placed in the public random 
selection drawing like all other children from the community who submit 
applications. 
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4. MARK RESULTS OF RANDOM SELECTION DRAWING- April 2 - 15: When a 
parent/guardian pre-ǊŜƎƛǎǘŜǊǎ ŀ ŎƘƛƭŘΣ ǘƘŜ ŎƘƛƭŘΩǎ ǎǘŀǘǳǎ ƛƴ !{!t ƛǎ ά9ƴǊƻƭƭŜŘέ 
meaning the pre-registration is done.  After the final drawing deadline date of 
March 31st, all program directors will have two weeksto go into ASAP and change 
ŜŀŎƘ ŎƘƛƭŘΩǎ ǎǘŀǘǳǎ ƻƴ ǘƘŜƛǊ ǇǊŜ-ǊŜƎƛǎǘǊŀǘƛƻƴ ƭƛǎǘ ŦǊƻƳ ά9ƴǊƻƭƭŜŘέ ǘƻ ŜƛǘƘŜǊ άtŜƴŘƛƴƎέ 
όƳŜŀƴƛƴƎ ǘƘŜ ŎƘƛƭŘΩǎ ƴŀƳŜ ǿŀǎ ǎŜƭŜŎǘŜŘ ƛƴ ǘƘŜ ǊŀƴŘƻƳ ŘǊŀǿƛƴƎ ŦƻǊ ŀ ǎŜŀǘ ƛƴ ǘƘŜ 
ǇǊƻƎǊŀƳύ ƻǊ ά²ŀƛǘƭƛǎǘŜŘέ όƳŜŀƴƛƴƎ ǘƘŜ ŎƘƛƭŘΩǎ ƴŀƳŜ ǿŀǎ ƴƻǘ ǎŜƭŜŎǘŜŘ ŀƴŘ ƛǎ ƻƴ ǘƘŜ 
ǇǊƻƎǊŀƳΩǎ ǿŀƛǘƛƴƎ ƭƛǎǘύΦ  5ƛǊŜŎǘƻǊǎ ŀǊŜ ƴƻǘ ǊŜǉǳƛǊŜŘ ǘƻ ǿŀƛǘ ǳƴǘƛƭ ǘƘƛǎ ǘǿƻ-week 
window to mark random drawing results, but may do this as soon as the drawing 
has been conducted.  The 5ƛǊŜŎǘƻǊǎΩ !{!t DǳƛŘŜprovided by DECE gives detailed 
instructions for completing this process.  

5. PARENT/GUARDIAN NOTIFICATION - April 16 - 18: The Alabama Department of 
Early Childhood Education officewill trigger emails to be sent to each pre-
registrant family notifying them of their pending or waitlisted status for each 
program they selected.The email will direct families to contact the director of each 
program for which they were selected to accept or decline the position.Directors 
should not rely solely on parents to do this and should contact families who have a 
pending status to determine if the parent/guardian is accepting the position in the 
program.
NOTE:  If students are not marked as Pending or Waitlisted in ASAP within this 
window, parents will not receive these email notifications and the program will be 
ǊŜǎǇƻƴǎƛōƭŜ ŦƻǊ ƴƻǘƛŦȅƛƴƎ ǇŀǊŜƴǘǎ ƻŦ ŜŀŎƘ ŎƘƛƭŘΩǎ ǎǘŀǘǳǎ ŀǎ ŀ ǊŜǎǳƭǘ ƻŦ ǘƘŜ ǊŀƴŘƻƳ 
selection drawing.

6. COMPLETION - Beginning April 19: After receiving parent responses, for each child 
marked in ASAP as Pending, the Director must indicate in ASAP whether the seat is 
being accepted or declined.The Director will follow directions in the 5ƛǊŜŎǘƻǊǎΩ 
ASAP GuideŦƻǊ ƳŀǊƪƛƴƎ άtŜƴŘƛƴƎέ ŎƘƛƭŘǊŜƴ ŀǎ ά/ƻƳǇƭŜǘŜŘέ όƳŜŀƴƛƴƎ ǘƘŜ ŎƘƛƭŘΩǎ 
ŜƴǊƻƭƭƳŜƴǘ ǇǊƻŎŜǎǎ ƛǎ ŎƻƳǇƭŜǘŜ ŀƴŘ ƘŜ Ƙŀǎ ōŜŜƴ ŀǎǎƛƎƴŜŘ ǘƻ ŀ Ŏƭŀǎǎύ ƻǊ ά5ǊƻǇǇŜŘέ 
(meaning the child declined a position in the program or withdrew from it after 
ōŜƛƴƎ ŀǎǎƛƎƴŜŘ ǘƻ ŀ ŎƭŀǎǎύΦ !ŦǘŜǊ ŀ ŎƘƛƭŘ ƛǎ ƳŀǊƪŜŘ ŀǎ ά/ƻƳǇƭŜǘŜŘέ ƛƴ ŀ ǇǊƻƎǊŀƳΣ 
ƘƛǎκƘŜǊ ƴŀƳŜ ǿƛƭƭ ōŜ ŘŜƭŜǘŜŘ ŦǊƻƳ ŀƴȅ ƻǘƘŜǊ ǇǊƻƎǊŀƳΩǎ ǿŀƛǘƛƴƎ ƭƛǎǘ ōȅ ǘƘŜ 59/9 
office.

7. CLASS CREATION ςBeginning April 19: The Director will follow instructions 
provided in the 5ƛǊŜŎǘƻǊǎΩ !{!t DǳƛŘŜto go into ASAP and assign students to 
specific classes. 

DIRECTOR PRE -REGISTRATION TIMELINE DETAILS (continued)



FIRST CLASS PRE-K
!ÌÁÂÁÍÁȭÓ 6ÏÌÕÎÔÁÒÙ 0ÒÅ-K Program

PRE-REGISTRATION
!ÌÁÂÁÍÁȭÓ ÎÁÔÉÏÎÁÌÌÙ ÒÅÃÏÇÎÉÚÅÄ &ÉÒÓÔ #ÌÁÓÓ 0ÒÅ-K

is preparing for another exciting school year! 

ÅAcceptingonline pre-registration applicationsfor 2020-2021 school year (for assistancewith
accessingonlineapplicationcontactlocalschool/program)
ÅEnrollmentopen to all childrenfour yearsof ageon or before 9/1/20* who are residentsof the

stateof Alabama(childrenwho areeligiblefor kindergartenare ineligible)
ÅEnrolleesmust providea copyof theŎƘƛƭŘΩǎbirth certificate (maybe uploadedinto the online

pre-registrationsiteor submitteddirectly to the localschool/program)
ÅEnrolleesmust provide proof of residenceςeither a current utility bill or copy of a leaseor

mortgage (may be uploadedinto the online pre-registrationsite or submitted directly to the
localschool/program)
ÅPublicschoolsystempre-k programsmay havezoningrequirementsthat determineeligibility to

attend a programat a particularschool(contactschoolfor information)
ÅNoRegistrationFeefor this program
ÅUponenrollment,ŎƘƛƭŘΩǎimmunizationrecordmustbeprovided
ÅNo child will be denied participation on basisof income, sex, race, color, national origin, or

disability

Pre-
Registration 

Dates

Forms

More 
Information

Acceptance to 
the Program

January 15 ςMarch ____

Go online to https://alprek.asapconnected.com.   
Complete the Pre-Registration Form and submit 

birth certificate and proof of residence.

Visit www.children.alabama.govand see 
Pre-Registration Info under                                         

First Class Pre-K.

Acceptance is strictly through random drawing to be 
held on _______ at _______ at ___________________.  

Parent/Guardian does not have to be present at 
drawing.  Notices will be emailed beginning April 16th.

ϝ!ƴ ƻǇƛƴƛƻƴ ƻŦ ǘƘŜ !ǘǘƻǊƴŜȅ DŜƴŜǊŀƭ ǎǘŀǘŜǎ ƛƴ ŜŦŦŜŎǘ ǘƘŀǘ ǳƴŘŜǊ ǘƘŜ ŎƻƳƳƻƴ ƭŀǿ ƻƴŜΩǎ ŀƎŜ ƛǎ ŎƻƳǇǳǘŜŘ ōȅ ƛƴŎƭǳŘƛƴƎ ǘƘŜ Řŀȅ ƻŦ birth so that a given 
age is attained the day before the birthday anniversary. ~ Ala. Code §16-28-4(1975) Interpretation based on Report of Attorney General of Alabama 
October-December 1963, Volume 113, page 20.

https://alprek.asapconnected.com/
http://www.children.alabama.gov/


2020-2021

9/1/2020*



Assisting Parents/Guardians

With First Class Pre -K         

Pre-Registration

There are families with barriers to completing an online pre-registration process.  These 
are the very families whose children we most need to reach and serve.  Therefore, we 
must be prepared to offer supports to help them successfully complete the pre-
registration process.  We have kept this in mind and have limited how much typing is 
required, offered more drop-down choices, and eliminated the need to enter any codes 
or school names.  
Below are some suggestions for providing additional support:

ÅPost flyers about pre-registration in such places as the public library, the health 
ŘŜǇŀǊǘƳŜƴǘΣ ǇŜŘƛŀǘǊƛŎƛŀƴǎΩ ƻŦŦƛŎŜǎΣ ǘƘŜ ǎŎƘƻƻƭ ōƻŀǊŘ ƻŦŦƛŎŜΣ ƭƻŎŀƭ ŜƭŜƳŜƴǘŀǊȅ ǎŎƘƻƻƭǎΣ 
the local school system website, and in apartment complex offices.  Provide copies of 
the illustrated Pre-Registration Process Guidewherever flyers are posted.

ÅAdvertise and host Pre-K Pre-Registration Night events at the local school board office, 
elementary school, public library, trailer park, apartment complex, etc. and have 
laptops/computers set up for parents/guardians to use to complete the pre-
registration process.  Have EL teachers and Pre-K teachers on hand to assist those who 
have trouble.

ÅHave laptops/computers set up in your Pre-Y ǇǊƻƎǊŀƳΩǎ ƻŦŦƛŎŜ ŀǊŜŀ ŦƻǊ 
parents/guardians to come in and use to complete the pre-registration process.  
Provide copies of the illustrated Pre-Registration Process Guidefor them to follow.  It is 
also helpful if this station is set up in close proximity to a receptionist or secretary who 
can provide assistance when needed.

ÅRemember that where there is a will, there is a way.  Families who receive food stamps 
and other types of federal financial support complete online applications for these 
programs.

8



VIEW PRE -REGISTRATIONS

To view the names of all children who have pre-registered for the program:

1. Go to app.asapconnected.com and type in the Org ID which is 4814.

нΦ  9ƴǘŜǊ ȅƻǳǊ ¦ǎŜǊƴŀƳŜ ŀƴŘ tŀǎǎǿƻǊŘ  ŀƴŘ ŎƭƛŎƪ ά[ƻƎ LƴΦέ

3. Click on the Group Classes tab.  Note 
that, when pre-registration is underway 
for a new upcoming school year, both 
the current school year classes AND the 
upcoming school year classes will be 
displayed. The difference can be 
distinguished by looking at the DATE 
column.  To work with a particular 
Program or Class, locate the correct date 
range for the relevant school year then 
choose the Program/Site Name for the 
correct school year listed under EVENT.
Also note that, under Class Code, the 
Programwill not have the (.) dot 
followed by a letter and two numbers.  
Those are the individual classes. Ignore 
the individual classes with codes ending 
with a (.)dot followed by two numbers 
and a letter because you are looking for 
the site/school as a whole to view 
preregistrations.  To see your 
site(s)/program(s), scroll down to the 
Class Code(s) with only nine characters.

9

4. Click the Demographics tab then, next to 
the Select Template prompt, choose 
άwŜǾƛŜǿ [ƛǎǘΦέ  ²ƘŜƴ ǘƘŜ ƭƛǎǘ ǇƻǇǳƭŀǘŜǎΣ 
scroll to the right to see all information 
including addresses.  (Note: To print the 
list, follow the directions on the next 
page.)

5. Directors have access to their pre-registrant information at all times by logging in to the 
ASAP site.  



ASAP Student Status Label Key
and

Pre -Registration Confirmation 
Email Template

STUDENT STATUS LABELS AND MEANINGS IN ASAP

Enrolled Ґ ǎǘǳŘŜƴǘΩǎ ƻƴƭƛƴŜ tǊŜ-Registration has been submitted

PendingҐ ǎǘǳŘŜƴǘΩǎ ƴŀƳŜ ǿŀǎ ŘǊŀǿƴ ƛƴ ǘƘŜ ǊŀƴŘƻƳ ǎŜƭŜŎǘƛƻƴ ŘǊŀǿƛƴƎ ŦƻǊ ŀƴ ŀǾŀƛƭŀōƭŜ ǎǇƻǘ ƛƴ ŀ CƛǊǎǘ /ƭŀǎǎ tǊŜ-K 
Classroom

WaitlistedҐ ǎǘǳŘŜƴǘΩǎ ƴŀƳŜ ǿŀǎ ƴƻǘ ŎƘƻǎŜƴ ŦƻǊ ŀƴ ŀǾŀƛƭŀōƭŜ ǎǇƻǘ ƛƴ ŀ CƛǊǎǘ /ƭŀǎǎ tǊŜ-K Classroom and has been 
added to the waiting list

Completed = student accepted an available position in a First Class Pre-K Classroom and the enrollment process 
is complete

Dropped = student declined to accept an available position in a First Class Pre-K Classroom, withdrew from a First 
Class Pre-K Classroom, student had a duplicate entry, or student did not meet eligibility requirements for the site

10

Automatic Confirmation Email Received after Submitting Pre-Registration



PRINT LIST FOR RANDOM SELECTION DRAWING

To print out a list for the drawing of all children who have pre-registered for the program:
1. Go to app.asapconnected.com and type in the Org ID which is 4814.
2. 9ƴǘŜǊ ȅƻǳǊ ¦ǎŜǊƴŀƳŜ ŀƴŘ tŀǎǎǿƻǊŘ  ŀƴŘ ŎƭƛŎƪ ά[ƻƎ LƴΦέ

4. Click the Demographics tab then, next 
to the Select Template prompt, choose 
άwŜǾƛŜǿ [ƛǎǘΦέ

5. Scroll to the far right and click the 
Excel or PDF icon at the top right of 
the window.

6. Find the document at the bottom left 
corner of your computer screen and 
click to open it.

7. When the document opens, click 
ά9ƴŀōƭŜ 9ŘƛǘƛƴƎέ ŀǘ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ 
ǎŎǊŜŜƴΣ ǘƘŜƴ ŎƭƛŎƪ άCƛƭŜέ ŀƴŘ 
άtǊƛƴǘΦέ
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3. Click on the Group Classes tab, then 
choose the Program Name listed 
ǳƴŘŜǊ ά9ǾŜƴǘΦέ Note that, when pre-
registration is underway for a new 
upcoming school year, both the 
current school year classes AND the 
upcoming school year classes will be 
displayed. The difference can be 
distinguished by looking at the DATE 
column.  To work with a particular 
Program or Class, locate the correct 
date range for the relevant school 
year then choose the Program/Site 
Name for the correct school year 
listed under EVENT
Also note that, under Class Code, the 
Program will not have the (.) dot 
followed by a letter and two 
numbers.  Those are the individual 
classes.



ASAP Student Status Notes
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By April 13th:
Directors should have changed the status in ASAP of all pre-registered students with ENROLLED 
status to PENDING (if selected in the drawing), WAITLISTED (drawn after the predetermined 
number of seats τ16 or 18), or DROPPED (if did not meet program requirements or if a 
duplicate entry).  

Between April 16th and 18th:
Only students who have a status of PENDING or WAITLISTED in ASAP will receive the Status 
Notification email that will be sent in batches from the department  (see example on p. 14).  

After the Pre-Registration Period Ends and During the School Year:
Å Students who pre-register after the random selection drawing will appear on the 
ǇǊƻƎǊŀƳΩǎ ǊƻǎǘŜǊ ƛƴ !{!t ŀǎ 9bwh[[95Φ  

Å If a program has space for the newly pre-registered student, the status should be changed 
from ENROLLED to PENDING and the program should notify the family and request a reply 
to accept or decline the spot.  Otherwise, the student should be marked as WAITLISTED 
ŀƴŘ ŀŘŘŜŘ ǘƻ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ǇǊƻƎǊŀƳΩǎ ŜȄƛǎǘƛƴƎ ǿŀƛǘƛƴƎ ƭƛǎǘΦ ¢ƘŜ ŘƛǊŜŎǘƻǊ ǎƘƻǳƭŘ ŎƻƴǘŀŎǘ 
the family and indicate that the student is on the waiting list.  

Å Note that programs should maintain their own waiting lists outside of ASAP in order to 
ŜƴǎǳǊŜ ŎƘƛƭŘǊŜƴΩǎ ƴŀƳŜǎ ǊŜƳŀƛƴ ƛƴ ǘƘŜ ŎƻǊǊŜŎǘ ƻǊŘŜǊ. 

Å An automatic email will not be sent for pre-registration applications entered after April 
13th.  Directors will be responsible for contacting those families individually.  

Beginning May 1st and Throughout the School Year:
No student should remain in ASAP with ENROLLED status.  ALL students should have one of the 
following status indicators as appropriate:

1.  PENDINGτselected in random drawing and awaiting reply from the family
2.  WAITLISTED τwaiting for a position to become available
3.  DROPPED τstudent declined, student withdrew, student did not meet program 
requirements, student entry was a duplicate
4. COMPLETEDτstudent accepted a position and has been assigned to a classroom



CHANGE STUDENT STATUS

To change the enrolled, pending, completed, or waitlisted status of a student:
1. Go to app.asapconnected.com and type in the Org ID which is 4814.
2. 9ƴǘŜǊ ȅƻǳǊ ¦ǎŜǊƴŀƳŜ ŀƴŘ tŀǎǎǿƻǊŘ ŀƴŘ ŎƭƛŎƪ ά[ƻƎ LƴΦέ

5. ¢ƻ ŎƘŀƴƎŜ ƻƴŜ ǎǘǳŘŜƴǘΩǎ ǎǘŀǘǳǎ ŀǘ ŀ 
ǘƛƳŜΣ ŎƭƛŎƪ ǘƘŜ ά{ŜƭŜŎǘ !Ŏǘƛƻƴέ ōǳǘǘƻƴ 
ōŜǎƛŘŜ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ƴŀƳŜ ŀƴŘ ǘƘŜƴ 
ά9Řƛǘ {ǘŀǘǳǎΦέ

6. In the window that opens, choose the new status for the student, then 
ŎƭƛŎƪ ά{ŀǾŜΦέ  

¦ƴƭŜǎǎ ȅƻǳ ŎƘŀƴƎŜŘ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǎǘŀǘǳǎ ǘƻ tŜƴŘƛƴƎΣ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ƴŀƳŜ 
ǿƛƭƭ ƘŀǾŜ ŘƛǎŀǇǇŜŀǊŜŘ ŦǊƻƳ ǘƘŜ ŎǳǊǊŜƴǘ ƭƛǎǘ ōŜŎŀǳǎŜ ǘƘƛǎ ά±ƛŜǿέ ƛǎ ƻƴƭȅ 
ǎƘƻǿƛƴƎ ά9ƴǊƻƭƭŜŘ ŀƴŘ tŜƴŘƛƴƎΦέ  

4. Click on the Class Roster tab, then, beside the View 
ǇǊƻƳǇǘΣ ŎƘƻƻǎŜ ά9ƴǊƻƭƭŜŘ ŀƴŘ tŜƴŘƛƴƎΦέ

8. In the window that opens, choose the 
new status for the selected students, 
ǘƘŜƴ ŎƭƛŎƪ ά{ŀǾŜΦέ

9. To see the students 
whose status was 
changed, change the 
selection beside the 
ά±ƛŜǿέ ǇǊƻƳǇǘ ǘƻ ǎŜŜ 
the list of students with 
that status. 13

7. To change the status of multiple 
students at once, click the 
ŎƘŜŎƪōƻȄŜǎ ōŜǎƛŘŜ ǘƘŜ ǎǘǳŘŜƴǘǎΩ 
names whose status you wish to 
ŎƘŀƴƎŜΣ ǘƘŜƴ ŎƭƛŎƪ ǘƘŜ άaŀǎǎ 9Řƛǘ 
{ǘŀǘǳǎέ ƭƛƴƪ ŀǘ ǘƘŜ ǘƻǇ ǊƛƎƘǘ ƻŦ ǘƘŜ 
Class Roster window.

3. Click on the Group Classes tab, then choose 
the Program Name listed under EVENT. Note 
that, when pre-registration is underway for a 
new upcoming school year, both the current 
school year classes AND the upcoming school 
year classes will be displayed. The difference 
can be distinguished by looking at the DATE 
column.  To work with a particular Program or 
Class, locate the correct date range for the 
relevant school year then choose the 
Program/Site Name for the correct school year 
listed under EVENT. Also note that, under 
Class Code, the Program will not have the (.) 
dot followed by a letter and two numbers.  
Those are the individual classes.
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Email Notification that Childôs Name Was Put on Waiting List

Email Notification that Child Was Selected for Available Position

Dear Family of {registrant.firstname},

Congratulations!

We are pleased to notify you that {registrant.name}'s name was selected during the First Class Pre-K 
random drawing for an available position at {schoolname.site}.

Please reply via email to the director of the program at {email.linkalabama.email} to accept or 
decline this position within seven (7) days. 

In your email, please state whether you will accept or decline this position.

If you have questions, please contact {program.director} at {progdir.phone} or {progdir.email}.

Thank you!

Alabama's First Class Pre-K Program

Dear Family of {registrant.firstname},

This is to notify you that {registrant.name}'s name has been placed on the Waiting List for the First 
Class Pre-K program at {schoolname.site}.

You do not need to take any action at this time.You will be contacted by the program if a position 
becomes available for your child.

If you have questions, please contact {program.director} at {progdir.phone} or {progdir.email}.

Thank you!

Alabama's First Class Pre-K Program



ASSIGN CHILDREN TO CLASSES

5. .ŜǎƛŘŜ ǘƘŜ άL ǿŀƴǘ ǘƻΥέ 
ǇǊƻƳǇǘΣ ŎƘƻƻǎŜ ά{Ǉƭƛǘ 
/ƭŀǎǎΦέ

6. /ƭƛŎƪ ƻƴ ά{ŜƭŜŎǘ 
9ȄƛǎǘƛƴƎ /ƭŀǎǎΦέ

3. Click on the Class 
Roster tab then, 
beside the View 
prompt, choose 
ά/ƻƳǇƭŜǘŜŘΦέ

8. Lƴ ǘƘŜ ǿƛƴŘƻǿ ǳƴŘŜǊ ά{ŜƭŜŎǘ 
ǎǘǳŘŜƴǘǎΥέ ŎƭƛŎƪ ǘƘŜ ŎƘŜŎƪōƻȄ ōŜǎƛŘŜ 
each student you want to place into 
the identified class.  Then click the 
άaƻǾŜέ ōǳǘǘƻƴ ǇƻƛƴǘƛƴƎ ǘƻ ǘƘŜ ǊƛƎƘǘ 
at the class details.

фΦ  ²ƘŜƴ ŦƛƴƛǎƘŜŘ ƳƻǾƛƴƎ ǎǘǳŘŜƴǘǎΣ ŎƭƛŎƪ ǘƘŜ ά{ŀǾŜέ ōǳǘǘƻƴΦ

10.Repeat this process for each class/student as needed.  To repeat 
for another class, click the Program Name on the left above 
ά{ŜƭŜŎǘ {ǘǳŘŜƴǘǎέ ǘƻ ŎƘƻƻǎŜ ŀƴƻǘƘŜǊ Ŏƭŀǎǎ ƴŀƳŜΣ ǘƘŜƴ ǊŜǇŜŀǘ 
steps 4 - 10.
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тΦ   ¦ƴŘŜǊ ά{ŜƭŜŎǘ ŀ ŎƭŀǎǎΥέ ǎŜǘ ǘƘŜ ŦƛŜƭŘǎ ǘƻ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǎŜǘǘƛƴƎǎΦ
Å Time Period = 2020-21 Classrooms
Å Location = Choose the site of the classroom
Å Course Group = Alabama First Class Pre-K Online Pre=Registration
Å Course = Choose the site of the classroom (same as Location 

setting)
Å Class = Choose the class to which you want to assign a student or 

students (The class code in brackets has the class # at the end 
ŦƻƭƭƻǿƛƴƎ ǘƘŜ άΦέ ŀƴŘ ƛǘ ƭƻƻƪǎ ƭƛƪŜ ά{лмέ ƻǊ άCлнέ ƻǊ άaлоΦέύ

1. Log in to ASAP.
2. Click on the Group Classes tab, then choose the Program 

Name listed under EVENT. Note that, when pre-registration is 
underway for a new upcoming school year, both the current 
school year classes AND the upcoming school year classes will 
be displayed. The difference can be distinguished by looking at 
the date listed.  To work with a particular Program or Class, 
locate the correct date range for the relevant school year. 
Also note that, under Class Code, the Program will not have 
the (.) dot followed by a letter and two numbers.  Those are 
the individual classes.

4. To print a list of students to refer to, 
click the Excel or PDF icon at the top 
right of the Roster window to export 
a list of students to refer to.  Click 
on the document icon at the bottom 
left corner of the screen to open it.



After random selections have been made, and, after students have 
responded, directors may mark students who accept as Completed and 
move them to the various classroom sections by splitting the class.  

On August 3, ASAP will automatically put in the date of August 3, 2020 as 
ǘƘŜ ŎƻƳǇƭŜǘŜŘ ǎǘǳŘŜƴǘǎΩ ŜƴǊƻƭƭƳŜƴǘ ŘŀǘŜΦ  ¢Ƙƛǎ ŘŜŦŀǳƭǘ ŘŀǘŜ ǿƛƭƭ ōŜ !ǳƎǳǎǘ 
3 and NOT the date when the parent registered the child. 

After August 3, when a director marks an additional student completed 
and moves that student to the classroom, the director will be responsible 
for changing the enrollment date to the ACTUAL date that the student is 
marked completed.  This can be done at the same time the student is 
marked completed; one additional click to select the date.  Selecting or 
entering a time is NOT necessary.  This will enable us to get an accurate 
count of how many days a student is in the class.  The dropped date for any 
student leaving a class is already automatically populated.  

IŜǊŜ ƛǎ ŀƴ ŜȄŀƳǇƭŜ ƻŦ ŀ ǎǘǳŘŜƴǘΩǎ ǊŜŎƻǊŘ ǿƘŜƴ ǘƘŜ ŘƛǊŜŎǘƻǊ ƳŀǊƪǎ ǘƘŜ 
student completed and puts in the date: 

ASSIGN CHILDREN TO CLASSES AFTER AUGUST 3, 2020

16



PRINT CLASS ROSTERS

To export and print a class roster:
1. Go to app.asapconnected.com and type in the Org ID which is 4814.
2. 9ƴǘŜǊ ȅƻǳǊ ¦ǎŜǊƴŀƳŜ ŀƴŘ tŀǎǎǿƻǊŘ ŀƴŘ ŎƭƛŎƪ ά[ƻƎ LƴΦέ

5.   Set the filter fields to the following settings.
Å Time Period = 2020-21 Classrooms
Å Teacher = your name will display
Å Course Group = Alabama First Class Pre-K Online Pre=Registration
Å Course = Choose the site of the classroom
Å Class = Choose the class for which you want to print a roster
Å Status = Completed

4. .ŜǎƛŘŜ ǘƘŜ ά±ƛŜǿ wŜǇƻǊǘǎΥέ 
ǇǊƻƳǇǘΣ ŎƘƻƻǎŜ ǘƘŜ ά/ƭŀǎǎ wƻǎǘŜǊ 
wŜǇƻǊǘέ ŦǊƻƳ ǘƘŜ ŘǊƻǇŘƻǿƴ ƳŜƴǳΦ  
¢ƘŜƴ ŎƭƛŎƪ άDƻΦέ

11.Find the CSV document at the bottom left corner of your 
computer screen and click to open it.  It will have an Excel 
icon beside it.

12.When the document opens, you can sort and customize it 
just as you would any spreadsheet.  When ready to 
ǇǊƻŘǳŎŜ ŀ ƘŀǊŘ ŎƻǇȅΣ ŎƭƛŎƪ άCƛƭŜέ ƛƴ ǘƘŜ ǘƻǇ ƭŜŦǘ ŎƻǊƴŜǊ ƻŦ 
ǘƘŜ ǿƛƴŘƻǿΣ ǘƘŜƴ ǎŜƭŜŎǘ άtǊƛƴǘΦέ
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10.To export a printable roster with headings above 
ǘƘŜ ŎƻƭǳƳƴǎΣ ŎƭƛŎƪ ǘƘŜ ά9ȄǇƻǊǘ ǘƻ /{±έ ƭƛƴƪ ŀǘ ǘƘŜ 
bottom left of the window.

6. Set the four Data Field filters to your preferences or use the 
following settings.

Å Data Field #1 = Primary Phone Number
Å Data Field #2 = Email
Å Data Field #3 = Address (this will be street only)
Å Data Field #4 = City-State-ZipCode

3. Click on the Group Classes tab.

7. /ƭƛŎƪ ǘƘŜ ά{Ƙƻǿ wƻǎǘŜǊέ ōǳǘǘƻƴ ŀƴŘ ŀ ǇǊŜǾƛŜǿ ǿƛƭƭ 
display at the bottom of the screen.

8. ¢ƻ ŜȄǇƻǊǘ ŀ t5C ƻŦ ǘƘŜ ǊƻǎǘŜǊΣ ŎƭƛŎƪ ǘƘŜ Řƻǿƴ ŀǊǊƻǿ ōŜǎƛŘŜ ǘƘŜ ά9ȄǇƻǊǘ 
ǘƻ ǘƘŜ ǎŜƭŜŎǘŜŘ ŦƻǊƳŀǘέ ǇǊƻƳǇǘ ŀōƻǾŜ ǘƘŜ ǇǊŜǾƛŜǿ ŀƴŘ ŎƘƻƻǎŜ 
ά!ŎǊƻōŀǘ όt5Cύ ŦƛƭŜέ ǘƘŜƴ ŎƭƛŎƪ ǘƘŜ ōƭǳŜ ά9ȄǇƻǊǘέ ƭƛƴƪΦ

9. Find the PDF document at the bottom left 
corner of your computer screen and click to 
open it.



PRINT ONE -PAGE COMPREHENSIVE REPORT FOR AN INDIVIDUAL STUDENT

1. Go to app.asapconnected.com and type in the Org ID which is 4814.
2. 9ƴǘŜǊ ȅƻǳǊ ¦ǎŜǊƴŀƳŜ ŀƴŘ tŀǎǎǿƻǊŘ ŀƴŘ ŎƭƛŎƪ ά[ƻƎ LƴΦέ

5.  Click the box to the left of
LastNameto select all students.
Or click the box beside the name or
names of specific students.

Note:  Until March 1st, this one page full detail report for each student will print ONLY for 
students with ENROLLED status.  After March 1st, it will be available for COMPLETED students.18

3. In the Search field on the left sidebar, enter the name 
of your school, select Classes from the dropdown 
ƳŜƴǳΣ ŀƴŘ ŎƭƛŎƪ DƻΦ [ƻŎŀǘŜ ǘƘŜ ŎƭŀǎǎΩǎ ƴŀƳŜ ȅƻǳ ŀǊŜ 
looking for in the returned list of search results and 
click View Details. Note that, when pre-registration is 
underway for a new upcoming school year, both the 
current school year classes AND the upcoming school 
year classes will be displayed. The difference can be 
distinguished by looking at the date listed.  To work 
with a particular Program or Class, locate the correct 
date range for the relevant school year. (Note that the 
school/program will have a 9-digit alphanumeric code 
but the classwill have a 13-digit alphanumeric code 
including a period followed by the last 3 characters.)

4. On the Class Detail page, change the View 
dropdown to show the category of students you 
want to see (Enrolled, Completed, etc.)

6.  Click on Attendance Options.

7. From the Attendance Options dropdown, select Print Full Detail.

8.     On the next screen, select PRINT.

фΦ     hƴŜ уΦр Ȅ ммέ ǇŀƎŜ ǇŜǊ ǎǘǳŘŜƴǘ ǿƛƭƭ ǇǊƛƴǘ ŎƻƴǘŀƛƴƛƴƎ ŀƭƭ ŜƴǘŜǊŜŘ
information about the student and family.



STUDENT DETAIL PAGE

1. In the Search field on the left sidebar, enter the name of a 
student, select Students from the dropdown menu, and click Go.

2. [ƻŎŀǘŜ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ƴŀƳŜ ƛƴ ǘƘŜ ǊŜǘǳǊƴŜŘ ƭƛǎǘ ƻŦ ǎŜŀǊŎƘ ǊŜǎǳƭǘǎ 
and click View Details. 

3. On the Student Detail page that appears, 
you can view everything about the 
ǎǘǳŘŜƴǘΦ  ό¸ƻǳ Ŏŀƴ ŀƭǎƻ ŎƭƛŎƪ ƻƴ ǘƘŜ άView 
Family Account Detailsέ ƭƛƴƪ ƛƴ ǘƘŜ ǘƻǇ 
right corner of the page and view all 
details about the family.)
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4. ¢ƻ ŀŘŘ ŀ ŎǳǎǘƻƳ bƻǘŜ ǘƻ ŀ ǎǘǳŘŜƴǘΩǎ 
record, in the second row of tabs on the 
{ǘǳŘŜƴǘ 5Ŝǘŀƛƭ ǇŀƎŜΣ ŎƭƛŎƪ άStudent Notesέ 
ǘƘŜƴ ά!ŘŘ bŜǿ bƻǘŜΦέ

5. Type the information you want added to 
ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǊŜŎƻǊŘ ŀƴŘ ǎŀǾŜ ƛǘΦ

6. ¢ƻ ǾƛŜǿ ŀƴȅ ǳǇƭƻŀŘŜŘ ŘƻŎǳƳŜƴǘǎ ŀǘǘŀŎƘŜŘ ǘƻ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǊŜŎƻǊŘΣ ƛƴ ǘƘŜ ǎŜŎƻƴŘ Ǌƻǿ ƻŦ 
ǘŀōǎ ƻƴ ǘƘŜ {ǘǳŘŜƴǘ 5Ŝǘŀƛƭ ǇŀƎŜΣ ŎƭƛŎƪ άDocumentsΦέ  ¢Ƙƛǎ ƛǎ ǿƘŜǊŜ ŀ ǎǘǳŘŜƴǘΩǎ ǇǊƻƻŦ ƻŦ 
residence and/or birth certificate will be stored if they were uploaded by the parent.  



STUDENT DETAIL PAGE (continued)

7. In the third row of tabs on the Student Detail page, the section 
ōŜƭƻǿ ǘƘŜ ά/ǳǎǘƻƳ 5ŀǘŀέ ǘŀō Ŏƻƴǘŀƛƴǎ ŀƴǎǿŜǊǎ ǘƻ ǉǳŜǎǘƛƻƴǎ 
posed on the pre-registration form about the student and his/her 
family.
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1. In the Search field on the left sidebar, enter the name of your school, 
select Classes from the dropdown menu, and click Go.

2. [ƻŎŀǘŜ ǘƘŜ ŎƭŀǎǎΩǎ ƴŀƳŜ ƛƴ ǘƘŜ ǊŜǘǳǊƴŜŘ ƭƛǎǘ ƻŦ ǎŜŀǊŎƘ ǊŜǎǳƭǘǎ ŀƴŘ ŎƭƛŎƪ 
View Details. Note that, when pre-registration is underway for a new 
upcoming school year, both the current school year classes AND the 
upcoming school year classes will be displayed. The difference can be 
distinguished by looking at the date listed.  To work with a particular 
Program or Class, locate the correct date range for the relevant school 
year. (Note that the school/program will have a 9-digit alphanumeric 
code but the classwill have a 13-digit alphanumeric code including a 
period followed by the last 3 characters.)

21

3. Beside the View prompt under the Class 
Roster tab, choose the category of student 
status you wish to see (i.e. Enrolled, 
Completed, etc.).

4. Click the Demographics tab to the right of the 
Class Roster tab.  

5. Select Review ListŦǊƻƳ ǘƘŜ ά{ŜƭŜŎǘ ¢ŜƳǇƭŀǘŜέ 
dropdown menu.

6. Scroll to the far right of the 
screen to select the Excel icon 
or the PDF icon.  (The PDF 
version cannot be sorted or 
rearranged.)

7. Each of these export formats will produce a downloaded report containing the 
following information:
Å Student name
Å Date account was created
Å Parent email address
Å Primary phone number
Å Street address, City
Å Classes for which the student is pre-registered

Note:  Parent email addressesmay be copied from the Excel export and pasted into an 
email program for sending group emails.  Be sure to protect the privacy of the recipients 
by pasting the email addresses into the BCC address field of the email and use your own 
email address in the TO address field.  

USEFUL VIEWS AND REPORTS FOR CHECKING ADDRESSES


